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Business Area | Street Lighting

Post Title Contract Co-ordinator - Street lighting
Grade 4
Reports To Street Lighting Operations Manager

Date of Issue May 2023

{ Street Lighting Operations J

Manager

Contract Co-
ordinator
Job Purpose

To support the Street Lighting team with the daily running of the business. Responsible for co-
ordination and administration of the costing and valuation of works. Support supervisory staff with
planning works, engaging with sub-contractors and organising work for NYH Operatives. Provide
cover for other roles in the Buying team (sub-contracts) and Performance Management team.

Main Duties and Responsibilities

Monitor and where required update Client team with suspended job status

Monitor the Completed jobs Tracker and ensure all data is collected for invoicing

Support the Yard Supervisor with stock procurement for upcoming works

Report returns and monitor accuracy with the Finance team.

Support the Supervisor with monitoring ongoing schemes performance against budget

Support the Supervisor reporting scheme progress to the Client

Understand and work to the NYH Financial Management rules

Assist with Weekly Budget reviews

Monitor GRNs and co-ordinate settling any issues, match with PO and cost to the correct code

10. Monitor Client disputes and co-ordinate information to settle them

11. Administration support for invoice production

12. General Office Administration and other tasks which support the Street lighting service

13. Assist and provide cover for other members of the team when on leave including the Buying
and Performance Management teams.

14. Compile performance data for KPI purposes such as LITFR and RIDDOR data

15. Provide financial and operational information and feedback for Management meetings

16. Co-ordinate contracts (Labour/Plant/Materials/Sub-contractors) for low value schemes
(<£100k) such as Bus Shelter repairs, Bulk Clean and Change programmes & Structural
Testing)

17. To engage with clients, manage expectations and be an authoritative source of advice.

18. Engage with sub-contractors and respond to queries relating to the schedule or challenge
where required to ensure the working is undertaken to the required health and safety
standards.

19. Cover supervisory staff’s sickness/leave. Allocate works to the PDA (Personal Digital
Assistant) and co-ordinate high priority orders (Callouts)

20. Work with clients to agree accounts prior to invoicing.
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Work with the Commercial team to review Private Works/NYCC Schemes Bill of Quantities to
monitor progress and ensure correct invoicing.

Provide information to the Commercial team to calculate the monthly WIP figure for the
accounts.

Attend and participate in work team meetings

Willingly carry out any reasonable task as requested by a member of management.

Work in line with all NY Highways policies and procedures and be aware of the obligations for
employees under these.

Behave according to the Employee Code of Conduct and be aware of employee
responsibilities under the Code.

Behave according to the Behaviours Framework.

Comply with health and safety policies, organisational statements and procedures, report any
incidents / accidents / hazards and take a pro-active approach to health and safety matters in
order to protect oneself and others.

Undertake any other duties of a similar nature that may be required from time-to-time.

Person Specification

Criteria Criteria Description Essential Desirable

No (3]
Qualifications & Education

)

| General standard of Education to A Level/BTEC | |

Knowledge & Experience

Working knowledge of the systems employed by the E
business including Symology, SAGE, WAP and Power BI.
Practitioner in the use of the MS Office especially Word & E
Excel packages.

Specific knowledge of the Street Lighting Sector. E

Certification requirements of Operational staff
Technical knowledge of materials and techniques

employed.

Knowledge and understanding of Health and Safety E

compliance

Knowledge and understanding of the procurement process D
Understanding of the business and the required E

performance levels and standards and, the efficiencies to
ensure profitability.

Skills

Excellent communication skills with the ability to use a E
range of techniques to successfully liaise with customers,
colleagues and suppliers in a range of situations

Able to interpret, process and monitor financial information E
Able to plan and organise own work effectively within E
agreed parameters
Able to operate using initiative to make decisions within E
agreed procedures
Able to work under pressure to meet deadlines E

Personal Attributes

| Able to work as part of a team | |

Other Requirements

Travel across the County for any Operational work and
Support Teams if required
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